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APPLICATION FOR RECORDS RETENTION SCHEDULE DERARTIMENT o LUDKTARY OF STATS

RECORDS MANAGEMENT DIVISION

T INSTRUCTIONS: See Publication No. 76—FM—1 for instructions on completing this form. Farward signed origmal 1o
* - Department of Archives and History, Raeords Management Division, 330 Capitol Avanue, Atlanta, Georgia, 30334,
Attention: Scheduhng Saction, ,

FOR AGENCY USE . Agency Address L FOR AECORDS MANAGEMENT USE

Application Oate , : Department of Human Resources . Application Numbter
. Division of Physical Health - 77. /A L.‘. <A
3 — 30-78 ‘Cormmunity Tuberculosis Control Unit o —
*”%’;"’" Number Bldg. 512; Northwest Ga. Regional Hosp. MD;; ;ﬂw _ Mf‘“”m 8
58 . _Rome, Ga. 30161 | P 1g7g = | KPR 11197
2. Person to Contact . S Working Title » Telaphone Nuinber
Bonnie Green . B Administrative Aide GIST 231-6169
3, Action Requaested
8. XX Estabusn Retention Schadulr record will continue to accumulate. .
b. O Disposs of presant accumulation; no further acoumulation anticipated. -
¢ XX Amend Apglication No. 164 4 AL Check Ona: O Cha ange; R Supercede: [J Void
4, Datas of Serias N S. Racords Series Title (followed by title used in office; i diffsrant}
Earliest o Latest - Tuberculosis Control Client Records (see attacbed llst.lng)
1968 | to date] o o '
B. Division and Offics Function What is the function of the Division and the Oﬂia in which this record seried is created?

public health program responsive to changing disease patterns. To accomplish this purpose
there are three major activities of the Division involved in providing kealth services to the
citizens of Georgia; The Local Health ACthlty, the Family Health Act.nu ty and the Community
Health Activity. .

The Community Tubercu1051s'Control Unit is one facet of. the Communitg Health Activity
whose function is the reduction of the incidence of tuberculosis infection through the treat-
ment of persons who are able to .mfect others, and through the preventive treatment of non~ -
infectious individuals who become infected. To accomplish these objectives, infected persons
must be identified and evaluated and given preventive treatment if indicated; and persons who

are suspected of having tuberculosis must be identified, evaluated and monitored to see if
there J.s, in fact, 1nfection or disease present. : -

7. Rneord s.nu Dummion This file contains the following documents (mcfuda form numbers and mfes, if any):
- Attach samplos of tho file. . _

_ Document: relating to:

See Attached.
(nctuded are:

File is arranged:

. l. ' .
8. Monthly Refersnce Rate - How often are records referred to which are:
Cne to.six months oid
‘twenty-five months and older

9. Annusl Rate of Accurmulation of Reeords ,
Letter-size drawers ; Legal-size drawers

<+ Seven to twelve months old —mioremw; Thirteen to twenty-four monthsold = ... _;

i Shelves ; Other {aéaa'f);}

AR=80=T1, Rev. 78 K {Over) _ , S

The Division of Physical Health provides direction, coordination and advééacy for multifaceted -



" Ives| no 10 Quastionnairs _ {Placa an "X’ in the proper columnl

. Is this the official copy of the series? ) - |

It oot wherg jait? : .
b, Doas the series contain wnf:dmuai mforrnatnon raquu'mg security handimg? It yes, cite Iaw or regufanon. _

e ls thu a vital record?

d Does this sarm have historical or long term researd'l value?

¢. When one or two documents in the file make it nmarv to keop the entira file for a Iong ponod mﬂd ﬂmo

LN

. SJocuments be schaduled separatelv?
AT mmmmmnﬂmmﬂﬂmmhmummch SO0V,

g. [s the informadon contained.in this saries aver analyzed andlor recorded in a wmmanzed reﬂort:

it ves, sttach coov.
h. s there a duplication of this serias in your oﬂia or in anather officn or agency?

i vas, where?

1L lxmuaﬂnm:mmmLMazmmm&!mdz

1. Rmmion Rmhmﬂm . The following requires the series to be kapt-

| At'ud'l eupy or excert of laws or rtqulations. Explain sdmimmﬁu need.

. 8 State Law : — yesrs. . -d. Audit period . . T 7...'.44 senios VEATS, -

_ - b, Statute of limitation . . v, e Administrativenesd i YRUL,
e Fodmllaw‘ S years, . Federal retention instructions i VENE,

L. kammmwtouﬂ — _ - ‘

pravd 'Dlwﬁéh-lhﬁéﬁum‘ - This agenw rEMrmnds that the file series be cut off at tha end of nch

O Hold in the current tiles ares _-month{s}’ vear(sl then A o

QO Transfar to local holding area; hold . year(s); then L e SR

a TramftrtoSuu RecnrdsCentar,hold _year(s); then e e
-0 Trmzflrtosuu Archives for psrmanant rttanuon g

D_ Oth.f (M, ' [ . .

, 1
These instructions apply to all prior and future accumulations of the series.

E'JCalandarYoar GFlscalYm°DOther e SESTE— . " T

[Agency Head/Dusiqnee (Signazure), Datn | Records Management Officer Sigmatme]

“Date_

Ao reon /o2t .WMMWM ?;-‘5-3_0'7'8‘_-

vy

State Records Copnittes_(Signature)

Recommendations in para- ' - DO - 7 — . il — !
graph 12 are approved, State Auditor/Des:gné Ls——w..__;( - 7.—’) (

{If disspproved, attach latter &
of explanation.) Secretary te/Designee @

Blerd ?_ 74-7-7@'___

i
Attorney Gcnoralchs{gmc

25-33:; 71 Aes, 76 o T T Revwm S D ———

e
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77-215-A
Tuberculosis Control X-Ray Screening
Files ‘
*Documents relating to determining if
bersons screened in an X-ray Clinic
are infected or diseased with tuber-

‘culosis.

Included are X-ray films from County
X-ray Clinics and private physicians.

Files are arranged within two Sec-

tions, positive and negative, there-
under by patient identifier.

77— 214~ A
Tugz;culggi;45uspect Files
Documents relating to .identifying
and locating persons suspected of
being infected with tuberculosis.

Included are Basic TB Service Record
{Pp 5.3} Interstate Reciprocal Noti-
fication of Disease (NCDC~ HEW, HSM
4.337); TB Culture Identification;
Weekly Laboratory Infectious Agent ,
Report (3082); reference type material
including correspondence, physician's
memoranda and notes and similar and -
related information.

Files are arranged within two sections,p;q
thereunder alphabetically by name. NG

i

Negative - Cut off file at the end of the
calendar year; hold in current files area 3
years; then destroy.

Positive - Upon declaration the patient is
inactive, place X-ray in the inactive file,
hold 7 years in current files area then
transfer to State Records Center, hold 8
years then destron.

X-rays to be recycled aécording to current
State guidelines.

Basic TB Service Record
Negative - Upon receipt of negative test
results, place document in negative resulits

‘area, cut off file at the end of each calendar

year; hold in current files area 3 years; then
destroy .

Positive - Upon receipt of positive test
results, place document in positive results
area, cut off file at the end of the calendar
year, hold in current files area 7 years;
then destroy.

Interstate Recipfocal Notification of Disease.
Cut off file at the end of the calendar year,
hold in current files area 3 years; then destrou

TB Culture Identification
Positive — Place in TB Case File

Nggativq_¥ Upon receipt of negative tést results
place document in megative results area, cut—-offf
file at the end of each calendar year; hold in

-_current files area 3 years; then destroy.

Weekly Laboratory Infectious Agent Report -

77- 162-&

Tuberculosis Contact Files
Documehts relating to identifying
contacts to diagnosed cases of in-
fectious tuberculosis.

Included are TB Interviewer's Sheet
(DD 5.10); Preventive Treatment
Roster and similar and related
Iinformation.

Destroy when no longer needed for reference.

Tuberculosis Interviewet's Sheet -
Destroy when'computer report is verified.

Preventive Treatment Roster

Cut-off file at the end of the fiscal Yyear;
hold in current files area 5 years; then
destroy.
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F7-154-A

..‘/.

Tuberculosis Control Program Manage— Cut-off file at the end of the fiscal year:
ment Evaluation Files hold in current files area 5 years; then retire
Docuptents relating to evaluating pro- to State Archives for permanent retention.

grém effectiveness with a view to mak- ;

ind' program improvements. Included . \ .
arer ' forms prescribed by United o
States Department of Health, Education.

and Welfare, Public Health Service,

Center for Disease Control, Bureau

of State Services, Tuberculosis

Control Division: CDC 5.62 (Summary

Report - Indices of Drug Therapy);

CDC 5.61 (Summary Report — Index

of Bacteriologic Conversion of Sputum);

CDC 5.63 (Summary Report - Completion of

Prevention Treatment); CDC 5.4018-5

{Tuberculosis Program Management Re-—

port - Contact and Other Infected

Persons Under Supervision); CDC :
5.4018.1 (Tuberculosis Program ‘
Managment Report - Case Register); .
.and CDC 5.1393 (Annual Tuberculosis

Statistical Summary). The file is

arranged by fiscal year.
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APPLICATION FOR RECORDS RETENTION SCHEDULE DA T B Ay D STaTE

RECORDS MANAGEMENT DIVISION
o INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed ariginal to
ol Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section.

=, FOR AGENCY USE 1. Agency Address oo FOR RECORDS MANAGEMENT USE
Application Date : ~ Department of Human Resources Application Number
‘ ' - Division of Physical Health
5/24/77 Community Tuberculosis Control Unit 77—' 2 \L\
Application Number Bldg. 512, Northwest Ga. Regional Hosp.| Dste Recsived Date Complsted
DHR-143 Rome, Ga. 30161 . UL 16 19777 | AUG 22 1977
2. Person to Contact Working Title : Telephone Number
Bonnie Green . Administrative Aide GIST 231~6169

3. Action Requested

3. K Estaousn Retention Schedule; record will continue to accumulate,
b. [0 Dispose of present accumulation: no further accumulation anticipated.

¢. 3 Amend Application No. Check One: [J Change; [0 Supercede: O Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earfiest Latest '
1967 | To date - Tuberculosis Suspect Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Physical Health provides direction, coordination and advocacy for a multi-
faceted_public health program responsive to changing disease patterns. To accomplish this pur-
pose there are three major activities of the Division invelved in providing health services to
the citizens of Georgia: The Local Health Activity, the Family Health Activity and the Commun-
ity Health Activity.

The Community Tuberculosis Control Unit is one facet of the Community Health Activity whosg
unction is the reduction of the incidence of tuberculosis infection through the treatment of
persons who are able to infect others, and through the preventive treatment of non-infectious
individuals who become infected. To accomplish these objectives, infected persons must be
identified and treated; the persons who come in contact with infected people must be identifieqd
and evaluated and given preventive treatment if indicated; and persons who are suspected of
having tuberculosis must be identified, evaluated and monitored to see 1f there is, in fact,
infection of disease present.

7. Record Series Description This file contains the follow:ng documents (mclude form numbers and titles, if any):
Attach samples of the file,
Documents relating to: Identifying and locating persons who are suspected of being infected or

- diseased with tuberculosis.

Included are: Forms listed below plus journal of names, correspondence, physician 8
memoranda and notes.
la. PD 5. 39 — Tuberculosis Epidemiologic Report (Rev. 1-75)

b. HSM 4.337 - Interstate Reciprocal Notification of Disease — Edition Rev. 2-67

(NCDC) Dept HEW - Edition Rev. 9-75
Public Health Service

c. PD 5.3.~ Basic TB Service Record (Rev. 1-75)
d. DPH (DCS) (4)-52 - Tuberculosis Culture Identification ~ (Rev. 9-70)
. DPH/DCS (1)-22 - Weekly Laboratory Infection Agent Report (Rev. 6-74)

File is arramged: Cpen file and closed file are arranged alphabeticaly by name. Journal 1s
arranged in numerical sequence by year.
8. Monthly Raference Rate How often are records referred to which are:
One to six months old _lflfk____. Seven to twelve months old _Z[W_k___ Thirteen to twenty-four months old _1[‘_’1‘__
twenty-five months and older— 0 ?

9, Annual Rats of Accumulation of Rerords o 31 inch
" Letter-size drawers —____.; Legal-size drawers ; Shelves : Other (specify) inear inches

. : Per yeay
AR-850—-71; RAev.78 _ (Over)




L2 . . - 2
= - : — Y 3
YES | NO | 10. Questionnaire __(Place an "’X*’ in the proper column) ___ 7 S
a. Is this the official copy of the series? ' Lo
| X If not, where js it? : :
X b. Does the saries contain confidential information requiring security handling? If ves, cite law or regulation.
X c. ls this a vital record?

X d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these -
X documents be scheduled separatelv?
X | £ lIsthe unfomﬂmmnmegmh&missmuuhmm_u&mach cooy,

g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?

X i ves, attach copy,
h. Is there a duplication of this series in your office, or in another office or agency?

X if ves, where? Laboratories and County Health Nepartmentsg

d i, Is this series {or @ majar portion of it) regularly microfilmed?

)_‘ J._Does tha record series result in a computer orintout?

11. Retention Requirements The following requires the series to be kept:

a. State Law __years. d. Audit period yaars,
b. Statute of limitation i years, e, Administrative need yesrs.
c. Federal law years. f. Federal retention instructions years.

¥

Attach copy or excerpt of laws or regulations. Explain administrative need.

[ I e Ty e—

12. Apgroved Dlspdmion Instructions - This agency recommends that the flle series be cut off at the end of ud'l

D Calencar Yw. G Fiscal an @ Other then,
Cl Hold in the current files area month(s} yaa_r(s), then :
) Transter to local holding ares; hoid vea:(s) then
O Transfer to State Hocurds Ccntef. hold vear(s) then _ : -
QO Destroy. - e S . N
. j O Transfer to State Ard'um far pormamm man:ion ovuzspov@mt\
i Q Other (Soacity) . ' ' g
Tuberculosis Suspect Files .- © Cut-off f.ile' h the 5th ann:.versary of the
' : - o o - date of thesx-ray film of patient then, transfer

P _

to local holding area, hold 2 years; then destro!

Cut-off file at the end of the calendar year, -

Tuberculo$is Suspect Journal Files -
o - - ) - hold in current files area 7 years; then destroy

Tuberculos.ls ‘Suspect Laboratory o - ACu‘t-c’;ff file at _!::hé end of the calendar year;

Report F;les el o " hold in current files area 7 years; then destroy

M lh;tfuetlom apply to _in pi'rior and future aecumulations of the series.

| Agency Head/Designee . [S@ature} __Date Records Management Offlcer (Slgnawrel ' Date

KT st 304/77 |\ oo~ v 5
- . ‘ | | State Records Committes {Srynarura} Date

iveseesor il DD S S S| e

L’;::Zﬁﬁ?;ﬁ) “ctech ftter Secretary of State/Designee GMM-Z.Q/ j deM- F-1z~1p

. . ' e 7 : -
Attorney General/Designee 7/ 0 /[ gf 2277
AR=50=77; Rev. 78 (Reverw giie) * < ‘_



